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FOREWORD

This publication has been prepared as a general curriculum guide for
use by teachers in business and office occupations areas in grades seven
through twelve. The Guide focuses on recommended curriculum offer-
ings and accountability levels for business and office occupations subjects.

Walter E. Ulrich, State Director
Vocational Education
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PREFACE

This guide was written primarily in response to inquiries received from
Utah business and office education teachers for general curriculum guide-
lines. These teachers were concerned about such problems as realistic
standards that reflected those found in contemporary businesses, methods
that promoted learning most effectively, philosophy concerning trends in
education, certification standards and directions, and other related
problems and practices. In addition, educators recognized that an articula-
tion problem has become rather severe in business and office education
programs in the State among junior high, secondary, and post-secondary
schools.

With these problems in mind, then, the developers of the Guide worked
toward structuring a document that would be just what the title denotes —
a curriculum gutde with contents designed to help business and office
education teacher:. formulate curriculum policy and practice in their class-
rooms.

The Guide was written to reflect the findings of current research. An
examination of this research showed that many teaching practices were
being followed that were not in agreement with the recommendations of
the research. Thus, some suggestions were made that differ from actual
practices, nevertheless, when the research reflected these suggestions, they
were made.

The accountability concept was initiated as an integral part of the
Guide. Although some teachers view accountability negatively, business
educators have been working with the concept for many years. As defined
in the Guide, accountability simply means responsibility; and this
responsibility is shared by the teacher with the learner.

The reality of the classroom and the reality of the work setting were
elements with which the developers of the Guide were also concerned. The
rationale was that, to be useful, the Guide must be adaptable and flexible
so that it could be used in both small and large schools and for work settings
that range from repetitive clerical tasks to executive secretarial positions.

Finally, the Guide represents an effort to promote articulation and
communication among the various educational settings in the State. If
business education programs are to florish, sauch articulation must be
fostered and promoted.

This revised edition contains primarily the same information as the
first edition but has been updated to include research completed during
the past two years.

Several sub-guides in the various subject areas are being developed as
adjuncts to this main, general guide, Teachers needing more specific
guidelines for generating and developing programs should refer to these
sub-guides as soon as they become aveilable.
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PHILOSOPHY IFOR BUSINESS EDUCATION 1

PHILOSOPHY FOR BUSINESS EDUCATION
IN UTAl

Some principles and activities are common to all disciplines within the
business education curriculum. Listed below without regard to order of
importance they are:

Methods should be used which promote and foster problem-solving,
decision-making, logical-thinking, and judgment skills.

. Equipment, terminology, methods, and facilities should be compat-

ible with those used in contemporary business offices.

. Credit by examination should be offered by all post-secondary

institutions in the state for equivalent courses taken by students at
the high school level.

. Economic principles and data processing concepts should be inte-

grated throughout the business curriculum.

. Appropriate vocabulary and spelling instruction should be empha-

sized in all business and office education classes.

. Teachers should be held accountable for the achievement of stu-

dents providing the following three factors are present: (1) the
student is capable, (2) administrative support is available, and (3)
the time variable is modified or eliminated.

. A conceptual rather than a factual approach should be used when-

ever possible in the insteuctional process.

. Each teacher should strive to help each student develop an adequate

and realistic'self-concept.

. Inasmuch as the average employee changes jobs several times in

a lifetime, the adaptability to occupational change must be inherent
in all business programs.

The development of proper attitudes and desirable personality
traits should be stressed in all business classes.

Whenever possible, skills should be taught as clusters.

Each business program in the state of Utah should actively en-
courage the development of student business clubs. (Future Business
Leaders of America for the secondary schools and Phi Beta Lambda
for the post-secondary schcols is approved by the State Board of
Education).

Articulation of business programs should bLe fostered among the
various educational institutions in the State of Utah.

Students should be given training in developing human relations
skills, ethical awareness, and proper attitudes for business conditions.

Work experience should be an integral part of teacher preparation.

Business teachers should be actively engaged in guidance, place-
ment, and counseling, and should work closely with school counse-

lors.
8
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The student should be oriented to the total systems approach in
business.

Library resources such as reference manuals, audio-visual aids,
and current periodicals should be available for student use.

The business educator should have a sound educational philosophy
which recognizes that education establishes a set of ideals, values
and attitudes. He or she should also represent a positive model of
these values,

. Business educators should be actively involved in both community

and professional organizations.

Business education programs throughout the state of Utah are pri-
marily designed to emphasize three major areas — general education,
vocational education, and preparation for advanced careers in business.
Specific objectives for each of these three areas are listed below.

Vocational

To structure an adequate vocational program, several criteria are
suggested:

1.

A variety of career oriented clusters or options should be offered.
These clusters should be flexible and should include several areas
of specialization. They should also provide opportu..ities for low
ability, high ability and disadvantaged students.

. Teachers should be held accountable to see that each student has

mastered the skills identified as those needed for entrance and ad-
vancement in specific business occupations. This accountability is
contingent on the following three factors: (a) the student is capable,
(b) administrative support is available, and (c) the time variable is
modified or eliminated.

Every student enrolled in a vocational or career business program
or cluster should have marketable skills at graduation.

. Time is no longer the primary fixed variable in a vocational pro-

gram. Individualized programs should be initiated that allow stu-
dents to progress in an independent manner.

. Cooperative office education, simulation, and block programs should

be used to provide realistic work situations for students.

. If a student is found to be weak in any area which hinders his

progress, remedial work should be provided based on appropriate
diagnostic techniques and evaluative methods.

. To provide better utilization of equipment and facilities, adult pro-

grams should be incorporated into the business program to furnish
training and retraining opportunities for those who are preparing
to enter or re-enter the labor market or who are anticipating a
change in their employment status.

9 .
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Before being retaught, the content of each course should be ex-
amined critically to determine whether such courses meet the current
vucational needs of students. All work offered should be relevant.
If courses are not relevant, they should be changed or omitted from
the curriculum.

. Certificates of proficiency should be developed and used in the

State so that students will no longer be subjected to employment
tests in which the content and, or techniques used are not relevant.
Testing centers should be set up on a regional basis by the State
Department of Education.

Regardless of the changing and contrasting modes of behavior
in contemporary society, students should be able to interpret
business attitudes and patterns of behavior to the extent that they
can obtain jobs and can progress in those positions.

Specialization in a vocation should be as close as possible to the
termination of a student’s program, e.g., shorthand training should
be completed in the twelfth grade.

Advisory committees should be used for all vocational programs.

Flexible scheduling arrangements should be used whenever feasible
to facilitate the learning process.

Innovative programs that reflect the changing requirement of
business should be designed and offered.

General Education

Business educators are responsible for:

1.

Providing students with principles and skills that will enable them
to be responsible consumers.

. Helping students to integrate the economic concepts that are

essential to every person as a citizen.

. Strengthening students’ basic English and computational skills.

1. Helping students to understand the impact of data processing in our

society and developing their abilities to use data processing capa-
bilities to advantage.

. Introducing the student to the primary processes and basic functions

of business.

. Aiding students to develop judgmental and evaluative skills.

. Acquainting students with the various career opportunities in busi-

ness.

. Helping students develop an appreciation for the dignity of work.
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Advanced Career Preparation

The business education teacher also has an obligation to:

I. Provide students with a background for advanced training in busi-
ness subjects.

[x

Introduce students to putential business careers and to educational
insiitutions in which specialized training can be obtained.

3 Help students obtain a broad general background in business.

4. Aid students to develop the ability to communicate efféctively
through both the spoken and the written word.

SUGGESTED BUSINESS CURRICULUM
FOR JUNIOR HIGH SCHOOLS

Gencral Objeetives
The junior high schoul business program is primarly exploratory in
nature. More speeifically, this curriculum should:
1. Provide exploratory experiences in eareer selection.
2. Provide pre-vocational guidanee assistanee.

3. Contribute to the consumer, business, and sucio-economic under-
standings of all students.

1. Form a foundation for the study of advanced business subjects.

Suggested Curriculum

Requived of all junior high students:
a. Basie Business
Recommended for all jumor high students:

a. Typewriting I (personal use emphasis, first semester)
b. Typewriting II (pre-vocational emphasis, second semester)
c. Career Exploration (7th or 8th grade, one semester)

SUGGESTED BUSINESS CURRICULUM
FOR HIGH SCHOOLS

General Objectives

The high school business program is designed to provide pre vocativnal,
vocational, advanced career preparation, and gencral education experiences

@ 7 the student. More specifically, this curriculum should:
ERIC 14
e
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SUGGESTED BUSINESS CURRICULUNM

1. Provide primarily pre vocativnal experiences in the 9th and 10th
grades.

te

. Provide primarily vocational experiences in the Hth and 12th grades.

3. Offer activities and classes that would contribute to cach student’s
becoming an effective aitizen capable of making svund economic
judgments.

1. Provide a foundation fur advanced study in busiuess and. vr a voca
tional competency. °

3. Offer several career dusters that are designed to provide for a variety
of abilities and interests.

6. Provide an oppurtunity fur students to acquire vucational cumpe
tency in the stenographic and clerical skills.

. Emphasize decision making, communication, logic, reasoning, and
manipulative skills.

Suggested Curriculum

Three Career Clusters

a. General Clerical
b. Advanced business carecrs preparation
¢. Stenographic

(Plus accelerated courses for any of the above.)
Recommended for all high school students:

a. Personal Finance
b. Introduction to Data Processing
¢. Typewriting | and II(if not taken in junior high)
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RECOMMENDED CAREER GRIENTED CLUSTERS

FOR BUSINESS EDUCATION

CLERICAL

Ty pewntung [ 11
Basie Business

Businiess Communications
Personal Finance

Typewnting H1
Bookkeepiny
Data Processing

Economics

Office Procedures

Simulated Office Educa-
tion and: or Coopera-
tive Office Education

Bustness Machines

Machine Shorthand
Personal Use Shorthand

Business and Management Principles

Machine Transenption
Computer and Systems

Personal Development and Human Relations

Business Exploratory
Recordkeeping (Low ability)
Career Exploration
Business Math

Fleventh
|
|
l
|

STENOGRAPHIC

Typewniting 1, 1
Basie Business

Busineas Cotumuanications

Personal Finande

Typewnting HI
(Typewriting 1V
optionah

Shorthand |

Data Procesaing

Bookkeeping

Economies

Shorthand I and Trans-
cription

Office Procedures

Simulated Office Eduea-
tion and- or Coopera-
tive Office Educ:ation

Business Machines

ADVANCED CAREER
"PEPARATION

Typewnting I 1
Baste Business

Business Communications
Personal Finanee

Business Law
Bookkeeping
Data Processing

Economics

Business Machines

Electives from English,
Speech, Math, and Dis-
tributive Education

Two-Hour Block Suggestions

Office Procedures and Shorthand 1V

(Transcription)

Typewnting 1V with Office Procedures
Office Procedures and Correlated Coopera-
tive Office Eaucation Class

Procedures

Simulated Office Education and Office

*Typewntng LI, BLand IV —ong < mester

cach

Suggestion for combining related classes under a one year — one hour
perday class.

Office Machines — Bookkeeping — Data Processing

5.7 Weeks

ERIC

Aruitoxt provided by Eic:

14-18 Weeks

9:-11 Weeks

i3
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BASIC BUSINESS

General Recommendations

L.

(8

«w

-

(91}

This course shoul a survey course designed to provide a broad
exposure to the world uf business.

. The primary objective of basic business is the development of con-

sumer and socio-economic competencies.

. This class should be taught by a business teacher.
. Economic principles should be the primary basis for instruction.

. A wealth of resource materials is available for this class; therefore,

resource units should be generously but selectively prepared and
used.

. Basic business should be offered for a full year in the junior high

sehool.

. Units on transportation, mai! services, communication, and travel

should be omitted.

. If taken in the ninth grade, basic business should be accepted as

part of the general education requirements for graduation from
high school.

. Teacher education institutions should offer a more intensive

teacher-training program for preparing prospective teachers to teach
basic business.

. Career exploration should be an important part of this course.

Areasof Accountability

Each teacher of basic business is accountable* for developing the
following competencies at the conclusion of one yea of vasic business.

L.

2.

The ability to describe basic economic principles such as:

a. Supply and demand process

b. Federal reserve board functions

¢. Mass production

d. Basiccharacteristics of free enterprise
e. Money—origin and use

f. Labor—principles and problems

The ability to function wisely as a consumer by:

a. Keeping personal financial records
b. Constructing and following a budget
c. Using banking services efficiently

*Asdefined in the General Philosophy, page [, number 6.

14
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d. Defining credit, listing the most cominon sources of credit, and
making wise credit decisions

e. Describing the varied insurance plans and demonstrating his
knowledge of such plans by matching plans and cases cor-
rectly.

BOOKKEEPING

General Recommendations

1. The bookkeeping cycle should receive primary emphasis.

2. Ten-key adding machines and/or electronic calculators should be
available for students to use during class.

3. Bookkeeping classes should be designed to provide general business
background rather than a vocational competency.

4. The equipment, methods, and content of bookkeeping courses should
be compatible with contemporary practices.

5. The development of problem-solving competencies should be a major
aspect of bookkeeping instruction.

6. Bookkeeping should be taught for one semester at the high school
level.

7 Automated data processing principles should be integrated through-
out all phases of the bookkeeping cycle.

8. Bookkeeping teachers should participate in in-service training
programs designed to update their skills and to acquaint them with
bookkeeping techniques in the automated office.

9. If possible, a lab with ten-key adding machines, electronic calcula
tors, and typewriters should be made available for student use out
of class.

10 Realistic practice in applying fundamental bookkeeping principles
and concepts in everyday business situations should be integrated
into the course.

11. Economic concepts and management use of bookkeeping data
should be emphasized.

12. The possibility of combining bookkeeping, data processing, and
office machines may be considered where these subjects could be
included in a one year course (see page 6).

Areasof Accountability

When a student has completed one semester of bookkeeping, the
teacher is accountable for the student’s ability to:

Q 1. Describe each facet of the bookkeeping cycle as well as the relation-
E MC ship of each facet to the total process.

o £S5
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. Record business transactions and describe the effect ¢f such trans-

actions upon the buokeeping equation and the financial statements.

. Describe how automated data processing techniques are used to

facilitate the bookkeeping process.

. Classify and analyze information on financial statements.

. Perform computations accurately and locate and correct errors

quickly.

. Describe and perform common business transactions using common

forms and correct technology.

. Demonstrate the ability to apply accounting information to manage-

ment decisions.

8. Describe the flow of data as it relates to bookkeeping systems.

9. Describe the various employment and career opportunities available

10.

11.

for bookkeepers and accountants.

Perform basic bookkeeping operations relative to the accounting
cycle.

Describe the effect of the “profit motive” on the success or failure
of businesses.

. Apply bookkeeping principles to personal-use situations.
13.

Reconcile a bank statement quickly and accurately.

BUSINESS COMMUNICATIONS

General Recommendations

o1}

. Business communications should be taught by a business teacher.

. This course should cover the writing of business letters, reports,

memoranda, and other types of written business communications.

. A practical approach should be talien for all writing.

4. The psychological principles of behavior that govern human

responses, keeping ethical business practices in mind, should receive
emphasis throughout the course.

. Business communications should be offered for one semester.

6. This class should deal with all four of the basic areas of com-

munication — writing, speaking, reading, and listening.

. An integrated approach should be used whereby application of

principles s stressed.

. Training should be given to help students develop informal com-

munication skills for conferences, group interaction, and inter-
personal relations.

46
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<

. Methods that aid transfer should be given primary consideration.

10. Creativity should be stressed, particularly in writing and speaking
activities.

I1. The 27 most frequently used punctuation rules (see appendix) or
their equivalent should be emphasized.

12, Students should receive '. unit of English credit for this course.

Areasof Accountability
At the conclusion of the business communications course, the teacher
is accountable for the student’s ability to:

L. Identify the type of letter plan needed for specific case study
problems znd demonstrate the necessary techniques for using
each plan so that work completed is mailable.

2. Demonstrate the ability to listen carefully by clearly summarizing
material given him orally.

3. Organize and present a short oral report.

4. Write short memos, reports, and other written communications
that illustrate proper structural., grammatical, and format princi-
ples.

5. Know and use with 100 percent accuracy the 27 most frequently
used rules of punctuation (see appendix) or their equivalent.

BUSINESS LAW

General Recommendations

1. Three major objectives which should be integral to business law

are:

a. That the student has a knowledge of legal principles and rules .
and that he can relate them to both his personal and business
affairs.

b. That the student acquires the technical vocabulary necessary
to understand and use the law in his personal, civic, and busi-
ness affairs.

c. That the student develops habits of thinking in legal terms and
of recognizing the legal implications of situations as they arise.

2. Exploring career opportunities within the field of law should be an
important objective of business law.

3. Business law should be taught to eleventh or twelfth grade students.

Q

s
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This course should be taught as a semester course in the secondary
schools.

. The class should include the application of legal principtes and

practices to both personal and business relations.

Areasof Accountability

At the conclusion of the business law class, the teacher is accountable
for each student’s ability to:

[~

[o>]

-1

1.

2.
General Recommendations

1

|

|

!

|

|

|

|

Logically analyze case studies or role play situations and make
appropriate decisions based on sound legal analysis.

Determine when qualified legal counsel should be sought.

COOPERATIVE OFFICE EDUCATION

. All vocational business education students should have the oppor-

tunity to participate in a co-op program designed for their specialty.

. The training station experience should be compatible with the career

goals of the students.

. The cooperative experience is a culminating activity which inte-

grates all previously learned skills and should, therefore, be sched-
uled during the final school year.

. To meet state requirements, a training agreement signed by the

student, the parent, the employer, and the participating institution
should be completed for each student.

. Inservice training should be provided for participating on-the-job

supervisors.

. The coordinator should visit or call the training station approxi-

mately once every 3-4 weeks.

. Students should be paid no less than the prevailing minimum wage

or student learner wage and should receive school credit for the
work experience.

. Not less than 3 hours a week should be designed especially for and

correlated with the work experience, this class should be taught by
the coordinator and should be required of all co-op students.

. A coordinator who is released half time for coordination purposes

should be assigned no more than 25 students.
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10 The student should work a minimum of three hours and a maxi-
mum of five hours a day.

11. Each coordinator should be given a travel allowance.

12 Ezfch coordinator should be assigned an office which affords
privacy, a telephone, and other special facilitiecs when necessary.

13. 'l‘}.xe training station should provide a variety of experiences which
will better acquaint the student with various business activities.

14. Careful screening involving faculty, parents, and the employer
should precede admittance to the co-op program.

15. Ad.visory committees should be used to aid in securing proper
training stations.

Areasof Accountability

After a period of work experience, the teacher is accountable for the
student’s ability to:

1. Work cooperatively with others.

2. Apply those skills and knowledges learned at school to the work
setting at performance levels acceptable to supervisory personnel.

3. Demonstrate neat appearance and acceptable personality traits.

DATA PROCESSING

General Recommendations

1. This class should be designed to prepare students to understand
automated data processing and its impact on business even though
their jobs may not be directly connected with any specific voca-
tional level of data processing.

2. Emphasis should be placed upon electronic data processing con-
cepts. Most unit record equipment is becoming obsolete and should
therefore not be stressed in the high school program.

3. Students may be trained vocationally at the high school level to
become keypunch operators and tape librarians.

4. Workshops in data processing occupations, curriculum, and equip-
ment should be provided for teachers, counselors, and school
administrators. Teacher education institutions should incorporate
business data processing concepts into their programs.

5. “Hands-on” time on a computer is not necessary for secondary
school programs.

O

ERIC .
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DATA PROCESSING 13

One of the objectives of the course should be to acquaint students
with the changes that have taken place in processing data as a
result of electronic computers.

. Introduction to data processing should be a one semester class. No

advanced data processing classes should be offered at the secondary
school level.

. An abundance of resource material is available which should be

selectively used to supplement the text.

. One of the objectives of this class should be to provide career ex-

ploration in the electronic data processing field.

No attempt should be made on the high school level to train students
as programmers, however, progmmmmg may be demonstrated as
an educational technique.

Whenever possible, data processing should be correlated closely
with other courses such as bookkeeping, office practice, and business
machines.

Areas of Accountability

When a student has completed a semester of data processing, the
teacher is accountable for the student’s ability to:

1.

Define and recognize the similarities and differences between auto-
mated and electronic data processing in terms of

. Lay out and design a punched card.

. Recognize and define the function of input, output, and computing

memory devices.

. Construct a simple flowchart and describe the logic used.
. Describe the basic function of a computer program.

. Discuss and describe career and ¢ducational opportunities in data

processing.

. Have sufficient skill at the keypunch to convert data into machine

language.

OFFICE MACHINES

General Recommendations

1. 'This course should be offered to all students for not more than one

semester.

A
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2. Instruction should be given on the ten-key adding machines and
electronic calculator.

3. Understanding the mathemnatical concepts and correct operating
techniques, including touch skill, should be given as much empha-
sis as gaining speed on the machine.

4. Because the business community requires 100 percent accuracy,
the student should be trained to meet that standard.

. Mathematical concepts should be reviewed and stressed throughout
the course. Business mathematics and machine mastery should be
integrated.

w

6. Teacher education institutions should offer more instruction in
methods of machine operation and should prepare prospective
teachers to operate the machines effectively, change tapes, and
make simple adjustments.

Areasof Accountability

When a student has completed a semester of office machines, the
teacher is accountable for the student’s ability to:

1. Use office machines to perform basic mathematical functions such
as;
a. Adding, subtracting, multiplying, and dividing.
b. Computing problems involving decimals and percentages.
c. Converting fractions to decimals and decimals to fractions.
d. Computing chain discount problems.
e. Sulving increase and decrease problems and percentages of each.
f. Computing problems involving simple interest.

2. Apply problem-solving skills by usin, the machines to solve
problems presented in narrative and unarranged form.

3. Trace errors when totals are out of balance.

1 Complete payroll problems such as time cards, withholding ex-
emptions, etc.

(o4}

. Operate the machines by touch.

OFFICE PROCEDURES

General Recommendations

1 Office procedures is a finishing, capstone class. This class should
be taken just before the student enters the work force, preferably in

the 12th grade.
O
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2. Judgment skills, work organization, and decision-making skills
s should be stressed constantly throughout the course.

3. Any work with duplicating machines should be on an acquaintance-
ship level only.

4. In addition to electric typewriters, students should have executive
typewriters, ten-key adding machines, electronic calculators, and
transcription machines available for use during class.

5. A major objective should be the refinement of interpersonal rela-
tonships and cooperative attitudes as well as the development of
acceptable grooming habits and personal qualities and traits.

6. Grammar, punctuation, and computational skills should be inte-
grated in all phases of the class.

|

. All types of up to-date reference materials should be available, their
use explained, and students encouraged to use them in decision and
problem-solving situations.

8. Office procedures should be taugh. for one year at the secondary
level.

9. Proofreading and checking skills should be taught throughout the
course.

10. Filing procedures should include instruction in the use of micro-
fiche, microfilm, and other contemporary filing and storage tech
niques. Terminal digit, subject, and geographic filing procedures
should be omitted.

11. Students should have vpportunities to learn to cope with interrup-
tions, priority decisions, and the pressure of attending to several
tasks in almost simultaneous sequence.

12. Training in the ability to work accurately under the pressure of time
should be integrated into this course.

13. Training in applying for work, interviewing, and other employment
procedures should be given.

14. Whenever possible, office simulation should be taught during the
last semester of this class. (When this option is used, the total
offering should be on a two hour block of time.)

15. Students should be given training and experience in supervising
. others.

16. Students should be familiar with word processing techniques.

Areasof Accountability

When a student has completed one year of office procedures, the
teacheris accountable for the student’s ability to:

1. Type six average-length mailable letters in one hour from the
Q transcription machine with cne carbon copy and an envelope for
E lC each letter—about 30 words per minute.

22
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Be competent in the use of the tenkey adding machine, electric
typewriter, and transeription machine.

Have an acquaintanceship level of skill on the executive tspe-
writer, electronic and printing calculator, and duplicating and
copying machines.

. Use the telephone proficiently, demonstrating good judgment and

human relations skills.

File quickly and accurately using primarily the alphabetic method.

. Handle both incoming and outgoing mail efficiently.

. Compose routine letters, reports, and memoranda.

Recognize and abide by accepted rules of business and social
etiquette.

Work cooperatively and effectively in small groups with little
teacher supervision.

Use up-to-date reference :naterials effectively.

Apply confidently for emplovment.

PERSONAL FINANCE

General Recommendations

ERIC
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This class should be offered to all high school students for one
semester. Students should receive general education credit fur this
class.

. A major vbjective of this class should be to familiari.e the student

with resource materials such as periodicals and government and
consumer publications.

. Implications of consumer legislation should be stressed.

t. This class should emphasize American business, credit, banking,

~1

investments, insurance, and money management.

. An abundance of resource material and personnel is available for

this class, if properly stru.tured, this topic may not fully lend itself
to aiextbook.

. A major objective of this class should be tu foster evaluative and

objective-type reasoning skills for making personal financial de-
cisions.

. Students should also have an opportunity to become aware of the

point of view of business firms, governments, and other segments
of the economy regarding consumer matters.

&3
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Areas of Accountability

At the conclusion of this course, the tracher is responsible for each
stadent’s ability to:

<t

9.

10.

1L

. Demonstrate wise shopping skills.

. List resources available that facilitate wise purchases.

Demonstrate good budgeting skills.

. Identifv the major consumer protectivn laws and government poli-

cies that affect the consumer, and detail their meaning for con-
sumers.

. Describe positive and negative effects of advertising on consumer

choice.

. Demonstrate, through case study or other approaches, the ability

to shop for money and credit wisely.

. Define individual financial goals.

. Discuss the different savings, investments, and insurance programs

currently available, indicating advantages, disadvantages, and
special characteristics of each.

Describe the various types of living accommodations available and
identify the advantages and disadvantages of each.

List the various advantages and disadvantages of renting, buying,
or leasing major consumer purchases.

Accurately cumpute simple personal income tax problems involving
both standard and itemized deductions.

SHORTHAND

General Recommendations

1.

2,

3.

Two semesters of typewriting should be a prerequisite for short-
hand.

Theory, brief forms and their derivatives, und word endings should
be emphasized continuously.

The 1500 most frequently used words should be emphasizad
throughout the instructional process.*

. Homework assignments and goals should be varied and include

activities such as dictaprint, tapes, records, self-dictation and other
reading and writing activities to help students achieve theory

*Taken frum the Ed. D). dissertation of Dr. DeVern J. Perry and published as a research
project by Delta Py Epsilun, Alpha Omega Chapter, Brigham Young University, Prove, Utah.
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mastery, improve writing accuracy, increase reading speed, improve
knowledge of brief forms and derivatives, automatize high frequency
words, and develop other facets of shorthand skill.

The use of the shorthand dictionary and other reference materials
should be stressed.

Teacher recommended shortcuts should not be used in the initial
learning stages of shorthand.

Students should have access to typewriters in every shorthand class
taught, including beginning shorthand.

Whenever possible, ¢ decision-making approach should be followed
in teaching nonshorthand and transcription activities.

Grammar, punctuation, and spelling skiils should be emphasized
continuously.

After theory presentation, concentrated effort should be given to the
production of mailable copy.

Individualized instructional techniques via tapes and, or other types
of media should be used.

Proper diagnostic techniques should be especially emphasized at
the conclusion of theory presentation, and individualized remedial
instruction should then be given. Such techniques could include
special homework projects, tapes, programmed materials, or other
remedial devices.

Performance-type evaluation techniques should be the primary
method of testing used througheut the instructional process.

Shorthand teachers should work closely with school counselors in
the selection of students.

Early new-matter dictation and transcription should be offered.

Provision should be made to review theory systematically through-
out the instructional process.

7 Students should be trained to write theoretically correct outlines.
18.

Intensive practice should be given on the first 1500 most frequently
occurring words in business correspondence.

Areas of Accountability

ERIC
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First Semester. When a student has completed one semester of short-
hand, the teacher is accountable for the studert’s ability to:

1

9

3.

Take shorthand at 60 words a minute for 2 minutes from unfamiliar
material and transcribe with 95 percent accuracy.

Transcribe dictated shorthand theory word lists with 95 percent
accuracy.

Write, in shorthand, all dictated words with 95 percent accuracy.

o
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4. Write and transcribe dictated brief forms with 100 percent accuracy.

5. Write and transcribe the first 500 most frequently used words in
business correspondence with 100 percent accuracy,

Second Semester. When a student has completed two semesters of
shorthand, the teacher is accountable for his ability to:

1. Consistently write shorthand at 80 words a minute for 3 minutes
from unfamiliar material and transcribe with 95 percent accuracy.

e

. Transcribe three mailable averagelength letters (125150 words
cach) in thirty ininutes from his own notes (transcription rate
approximately 135 words per minute) dictated at a rate of 80 words
pur minute including envelope and one carbon copy.

3. Use the 27 most frequently used rules of punctuation (see appendix)
or their equivalent with 100 percent accuracy.

4. Usereference books efficiently,

3. Write and transcribe the first 1500 mnost frequently used words in
business correspondence with 100 percent accuracy.

Third Semester. When a student has completed three semesters of
shorthand, the teacher is accountable for the student’s ability to:

1. Transcribe four average-length letters (125-150 words each) from
dictation (dictation rate of 100 words a minute) within 30 min-
utes {transcription rate approximately 20 words a ininute) in mail-
able formn with one carbon copy and envelope.

2. Consistently write shorthand at 100 words a minute for three
minutes from unfamiliar material and transcribe with 95 percent
acecuracy.

3. Pass the NBEA stenougraphic test, or a similar test, at no lower than
the 75th percentile.

SIMULATION
General Recommendations
1. Whenever possible, business programs should include both simula-

tion and cooperative office education. However, simulated office
education should precede the cooperative experience.

1o

. Those seeretarial or clerical students not participating in cooperative
programs should be required to take the simulated office experience
class.

3. Simulation should be a capstone class and should be offered toward
the end of a student’s program,

4. The major objective of the simulated class is to foster desirable
attitudes and traits such as dependability, initiative, cooperation,
cheerfulness, and willingness to assume responsibility,

ERIC
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. Secondary objectives of the simulated class are to (1) develop the

knowledge, skills, and abilities that are required for initial em-
ployment and (2) provide sufficient proficiency in basic office skills
to enable students to retain such jobs and to advance in them.

. The simulated class should also develop (1) a knowledge of job

opportunities, requiirements, and responsibilities; (2) a knowledge
of the techniques o” finding and applying for work; and (3) such
personal qualities as good attitudes, desirable work habits, regular
attendance, neatness, thoroughness, and a sense of values and
responsibility.

. The simulation class should be structured to provide realistic office

situations through simulated conditions.

. Simulation activities should include communicating orally, cal-

culating, filing, transcribing from the machine or from shorthand
notes, recording and verifying, and typewriting.

. The class should be structured in such a manner that the use of

skills is merged with an atmosphere that will reflect important
attitudes and personality traits as listed in the appendix.

The materials that are used in the simulated package should include
as many opportunities as possible for the student to (1) apply the
27 most frequently used punctuation rules, (2) choose among and
between confusing words such as affect and effect, (3) apply rules of
capitalization, (4) apply rules of number usage, (5) apply word
division rules, (6) spell the most frequently misspelled words cor-
rectly, (7) place letters correctly on the page, (8) use the mechanics
of letter writing properly, and (9) proofread accurately.

The class should be structured so that students are given experience
in developing judgmental, decision-making skills, in working
under pressure, organizing their work, handling several projects
simulataneously, and in learning to budget their time.

To qualify for funding, this class is to be scheduled for a two-hour
continuous block of time for not less than one semester.

Areas of Accountability

When a student has completed the simulated office education class,
the teacher is accountable for the student’s ability to:

L.
2.

Work cooperatively and congenially with others.

Prepare a resume and interview successfully for a job.
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1.

Have an acquaintanceship level on the executive typewriter, elec-
tronic and printing calculator, and duplicating and copying
machines.

. Handle mail efficiently.
. Compose letters, reports, and memoranda.
. Use up-to-date reference materials effectively.

. Transcribe mailable material frum transcribing machines or from

shorthand notes.

. File quickly and accurately.
9,

Place letters correctly on the page and use the mechanics of letter
writing properly.

Use the 27 most frequently used punctuation rules accurately.

Proofread quickly and accurately.

2. Choose correctly between and among confusing words, use word

division, number usage, and capitalization rules correctly, and spell
correctly.

TRANSCRIPTION

General Recommendations

Students should spend the major part of class time transcribing
from their shorthand notes.

. Each student should have reference materials such as dictionaries,

secretarial handbooks, reference books, and zip code manuals avail-
able for use at all times.

. Transcription as a separate class should be taught for one semester

only.

. Fifteen to twenty words a minute is a minimum acceptable trans-

scription rate.*

. Tasks in the classroom should simulate actual office assignments as

much as possible,

. Shorthand transcription competency can be measured by one cri-

terion only — the ability to transcribe accurately and quickly.

. Training should be given on the nonshorthand activities that have

been identified as a part of the transcription process. These include
materials handling, work arrangement, machine adjustment, and
machine manipulation.

*This rate is an approximation. Noris are bung developed for trauscrption prodlems in
the shorthand sub-guide
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. Some office-style dictation should be given throughout the semester.

9. Memoranda, reports, manuscripts and other special types of

10.

11

13.

material shonld be included in the material dictated for trans-
cribing.

The 27 most commonly used punctuation rules (see appendix) or
their equivalent should be emphasized.

Mailability should be the primary terminal performance criterion.
This standard means no visible errors on work transcribed.

. Students should use electric typewriters for all transcription work.

The development of decision-making skills should be emphasized at
all times during transcription activities.

Areas of Accountability

When a student has completed one semester of transcription, the

- O3 N

[$1}

~1

teacheris accountable for the student’s ability to:
1.

Transcribe mailable copy at a rate of 15 to 20 words a minute from
his own notes.

. Proofread and evaluate his own work.
. Usereferenee materials efficiently.
. Transcribe in mailable form notes taken from office-style dictation.

. Perform the nonshorthand skills that are a part of the transcrip-

tion process quickly and efficiently.

Use subject and attention lincs, postscripts, zip and other mailing
notations accurately.

. Estimate letter length so that a letter is attractively arranged on a

page.

8. Use number and word division rules correctly.

1L

12.

. Transcribe memoranda, manuscripts, and reports 1n mailable form.
10.

Demonstrate good judgment with regard to placement, form, for-
mat, and content consistency.

Use correctly the 27 most trequently used punctuation rules (see
appendix) or their equivalent.

Correctly vrite, transcribe, and spell the 1500 most frequently used
business words.

A
Q
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TYPEWRITING

General Recommendations

1.

(2]

Inasmuch as the large majority of businesses use electric machines,
typewriters used in the classroom should be electric.

. Production should be emphasized in the instructional process. Little

cuiphasis should be given to straight-copy work.

. Typewriting should be scheduled in terms of semesters rather than

in terms of years. Each semester should be self-contained.

. After introduction of the keyboard, the decision-making methods

should be the primary mode of instruction for practical applications
of typewriting skill.

. Two semesters of typewriting (Typewriting I and Typewriting II)

should be offered to all junior high school students.

. Training should be given to develop composition and grammar

skills.

. The goal for production work should be mailable copy — no visible

errors. Production typewriting requires two critical elements —
quality of work and time required to complete the work. Mere
problem typing is not production typing. Norms for individual
problems, projects, and examinations should be developed so that
teachers and students would be able to evaluate productionn work
more accurately. These norms should reflect both completion time
and quality of work.

8. Testing should be primarily on production-tyge problems.

9. Each student should be able to progress as rapidly as possible

12.
13.

11.

15.

ERIC
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through all four semesters of typewriting. When he has completed
the material for each semester, credit should be given and the stu-
dent allowed to move ahead.

. The make of typewriter should be standardized in each typewriting

classroom.

. Students should type on realistic business forms and letterheads

whenever possible.
Number typing and proofreading skills should be emphasized.

Certificates of proficiency should be given whenever the student
has reached a specified goal. These certificates may then be used
to verify training.

Students need not be given straight copy timed writings after they
reach a speed of 30 words per minute except as necessary to prepare
them for employment examinations or for motivational purposes.

Speed in typewriting should be stressed before accuracy.

<
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16. Efficient handling of materials, judgment, and eye placement skills
should be taught for production work.

17. Before progressing to more advanced levels of typewriting, stu-
dents should be able to demonstrate their proficiency at the skills
identified at preceding levels.

18. Students should be encouraged to develop good typewriting tech-
niques, particularly in first semester.

19. After the first semester, all production work should be typed from
unarranged rough draft and/or script copy.

Areas of Accountability

First Semester. When a student has completed one semester of type-
writing, the teacher is accountable for the student’s ability to:

1. Type in acceptable form with all errors corrected from unarranged
copy:
*a. A two-page simple manuscript with one footnote in 30 minutes.
b. Horizontal and vertical centering problems including a simple
one-half page unarranged table that contains both words and
numbers in 10 minutes.
¢. Simple letters with feur-line envelopes in 15 minutes.
d. Lined forms correctly aligned.

2. Crowd and spread letters and align properly.
3. Make error corrections using several kinds of correction techniques.

4. Manipulate machine parts, change ribbons, and care for the type-
writer properly.

5. Type a simple, '»-page unarranged table containing both words and
numbers in 10 minuates.*

6. Type a two-page simple manuscript with one footnote in 30 minutes.
7. Type a simple, short letter in 13 minutes.

Second Semester. When a student has completed two semesters of
typewriting, the teacher is accountable for the student’s ability to.

1. Type in acceptable form with all errors corrected from unarranged
rough draft and/or script copy:

. Longer tables with column headings

. Modified block and block-style letters with envelopes
One-page letters with short tables

. Self-composed short personal business letters
Memoranda

Announcements

me oo o

*Productivn spreeds are only approximations. Norms are being developed for productions
prublems in the typewnting subguide and should be substituted for these tines as svon as the
Q ides are available.
<
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to:

1.

6.

7.

. Word division manual

TYPEWRITING 25

g. Outlines

h. Formal reports

i. Any of the above with one carbon copy

j- A complete manuscript including title page, bibliography, and
table of contents.

. Divide words properly.

. Type two unarranged medium-length mailable letters with en-

velopes in 20 minutes.

4. Type envelopes with four-line and addresses at the rate of two per

minute.

. Set up and type a three-page formal report with footnotes, title

page, table of contents, and bibliography in two class periods of 50
minutes each.

Type an unarranged three-column, five-line table with column
headings in 10 minutes.

Make appropriate placement and style decisions.

Third Semester. When a student has completed his third semester of
typewriting, the teacher is accountable for the student’s ability to:

Type a three-page, unarranged production problem in approximately
50 minutes that includes manuscript format and tabulation skills.

Type the correct information from unarranged data in the proper
places on various types of forms commonly used in business with
all errors corrected.

3. Use photocopy, thermofax, and other copy machines efficiently

and economically.

4. Type five mailable single-page, average-length (125-150 words

each) letters in proper form in an hour from unarranged copy.

Pass the NBEA entrance test for typists, or a smiliar test, at at least
the 75th percentile.

. Follow both oral and written directions accurately and quickly.

Use correct format and placement for subject lines, attention lines,
mailing and special notations, and multiple page headings.

Fourth Semester. (Optional) When a student has completed four
semesters of typewriting, the teacher is accountable for the student's ability

Complete a practice set or other comparable production problems
successfully with little supervision.

NECESSARY REFERENCE MATERIALS

. Dictionary 7. Grammar handbook

. Secretarial reference book 8. Reader’s Guide

. ZIP Code Book 9. Postal Guide
4. City directory 10. Company policy manuals
5. Telephone book 11. Thesaurus
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27 MOST FREQUENTLY USED PUNCTUATION RULES
IN BUSINESS CORRESPONDENCE

Dr. Donald Stather*
Use a Period:

1. At the end of (a) a declarative sentence ur (b an imperative sentence.

() Business conditions continue about as usual.
(b) Cancel all contracts with the Gray Company at once.

2. At the end of a sentence embudying a courtevus request in the form of a
question.

May we have your reply to this letter as soon as possible,

3. After (a) an abbresiation which stands for a single word and (b) an ab-
breviation and, or initials or a proper name.

(a) Charles Groton, Inc.
() Chas. A. Groton, Incorporated

1. Tu separate ta) a whole number from a decimal fraction and (by dollars from
cents.

(a) Thisconstitutes 24.5 percent of our income.
(b) We have paid $459.50 in taxes during the current year.

Use a Question Mark:

5. After a direct question.
What is the reason for the delay in shipping our order?
Use a Comma:
6. After ) each element exeept the last ur (b) each pair of elements except the

last in a series of coordinate nouns, adjectives, verbs, or adverbs,

(a) Not long ago, wesold only groceries, clothing, and hardware,
(b) These scatter rugs are watlable in green .nd winte, blue and white, and
green and gray.

. To set off words or phrases which explamn a preceding noun (appusitives).
To John Blake, our sales manager, goes mnuch of the credit.
8. Toset off the name of a state when the nare of a city precedesit,
We have shipped to you in Madison, Maine, by freight collect.
9. To set uff year date which 1s used to explain a preceding date of the munth.
Operations began on May 16, 1901, at Three Rivers.
10. To set off titles and degrees following a person’s name.
Mail literature to Sherman Grayson, Esq., in my care.

*Dounald G. Stather, The Application of Rules of Punctuation in Ty pical Business Corres
pundence, (unpubhished Ed.D. dissertation, Bustun University Schoul of Education, 1960,

Aruitoxt provided by Eic:
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11, To set oft a dependent (subordinater Jdause whieh has been transposed or
placed out of order in the sentence.
When you have shipped the vrder from Detroit, we shall send a check.

12 To set off a parenthetical expression (word, phrase, or clause) when the
degree of separation is not gread cuvugh to require the use of parentheses or
dashes.

We appreciate the remittance, small as it is, received today.

—
.
[V

Tu separate two ur more simple coordinate dauses when they are joined by
nor, or, and, or but.

Your product sells itself, and we take pleasure in handling it.

11, After introductor, expressivns, such as of course, however, accordingly,
after all, therefore, ete., when they are used as conjunetions at the beginning
uf a sentence, 1 order to make a distinction between the thought that pre-
eedes and the thought that follows the expression.

Accordingly, your request has been handled by another office.

—
(]

. To set off a nonrestrictive clause or phrase.
Your salesinan, whorn 1 met yesterday, is a fine representative.

16 Tu set off figures in groups where numbers consist of fuur ur more figures
(except in serial numbers).

Nearly 49,000 free packets have been sent out this year.
17. To follow the complimentary close of a letter.

Sincerely yours,
18. To set off Inc. and Ltd. follo wing the name of a company.

Thacker and Company, Ltd., will supply your catalog.

Use the Semicolon:
19. Tu separate courdinate Jauses ddusely connedted in meaning and not poined
by a conjunction.

You have requested our cooperation; we have complied.

Use the Colon:
20. Tu follow such expressions as thus, that s, vr as follows used tu introduce
enumerations, tabulations, or long quotations.

You are requested to bring the following items to the ronference. sales
records, manuals, scratch pads, penuls, and several good deas for sales
promotion.

21. To separate hours and minutes in indicating time.
All employees are expected to be at their desks by 9:05 a.m.

22. After a salutation in a business letter.

Gentlemen:
O
ERIC o4
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Use a Hyphen:

23 When two or more words have the force of o single modifier before a noun.

It is a well known fact that vur product reaches the far corners of the earth.

Use an Apostrophe:

24, ‘To indicate contractions of words.

We can’t be certain of profits unless we all cooperate.

-

25, To show possessive. Fur the pussessive singular, add ’s to the nominative
except where the noun ends in s or a sibilant sound.

(a) Each elerk’s duty is obvious,
(b) Each boss’ responsibility is clear.

26 To show possessive. When the nominative plural ends in s, add the apos-
tropiie to indicate the possessive plural.

Our customers’ satisfaction is the key to our suceessful selling.

27. To show possessive. When the nominative plural ends in some other letter
than s, and to furm the pussessive singular of proper nouns of one syllable
ending in s, x, ch, or sk, add ’s to form the possessive plural.

MOST IMPORTANT ATTITUDES AND PERSONALITY TRAITS
FOR CLERICAL EMPLOYMENT*

The following listing compiled by Dr. Parker Liles represents the combined
recults of eleven studies attempting to answer the question of what attitudes and
personality traits are essential to suceess in dericdl work, Autitudes and traits are
dassified intu categuries of physical, sucial, mental, character, and technieal, and
are ranked by frequency of mention in the deven studies, All attitudes and trast
titles which were mentioned only once in any of the studies were arbitranly elimi-
nated. The resulting list of fifty attitudes and traits should comprise those that
most businessmen, derical workers, and business cducators consider esseutial to
employment in clerical work.

Social T'raits Frequency of Mention
I. Cooperation 9
2, Cheerfulness 8
3. Courtesy 7
4. Ability to maintain harmonious
relations with associates 5
5, Tactfulness 4
6. Personality 4
7. Consideration :
8. Friendliness 3
ol
Q O
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Mental Traits

1. Judgment and common sense
Ability to grasp and follow instructions
Ability to plan and organize work

2,
3.
4
5
6.
7

Mental alertness
Ability to make deci
Intelligence

stons

Meticulousness or attention to details

Character Traits

—

2

5.

16.

Dependability

Initiative or resourcefulness

. Acceptance of respo

nsibility

Punctuality and attendance
Poise and emotional stability

Loyalty

Honesty and trustworthiness

Industry

confidential
Self.confidence
Conscientiousness

. Ability to keep important matters

Promptness in completing work
Character and integrity

5. Aggressiveness

Patience

Physical Truits

1. Personal appearance and grooming

2

3

Health
Physical endurance

Attitudes

1.

2

3.

N

~ =
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Adaptability

Interest and enthusiasm
Willingness to do undesirable but essential

tasks

. Perseverance or ability to follow through

Willingness to admit mistakes or accept

criticism
Sense of humor

Proper attitude toward we ek

Ability to work under pres: ure

Willingness tolearn
Willingness to work

overtime
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*Parker Liles, "Attitudes and Personality Traits Essential for Clerteal Employment,” The
Clericel Program in Business Education, The American Bustness Education Yearbook, Vol. 16,
Harry Huffman, ed. New York: Somerset Press, 1939, p. 3351,
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Technical Traits

1. Accuracy

2. Neatness in maintenance of physical
surroundings

. Efficiency

. Neatness of work

. Good speech habits

. Thoroughness

. Technical skill in tasks performed
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